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Introduction 
This user manual will show you how to use DMA's new electronic MMQ system.  The 
MMQ system will allow you to produce initial and quarterly MMQ information, print 
individual MMQs for all MassHealth members in your facility, and create a disk or CD-
ROM for submission to the Division. 

A help function is also available to assist with general questions about using the system. 

System Startup 

Provider Information 

When you first run the program, the following screen will appear, and will  prompt you 
to enter your default provider information.  Click the Add button and enter the facility’s 
seven-digit MassHealth provider number, the facility’s quarterly cycle (Values A, B, or 
C), and the provider’s “doing business as” name.  To save this information, click the 
Save button.  If you are submitting MMQs for more than one nursing facility, click Add 
and enter the information for the other facilities. The system will retain this information 
for subsequent MMQ submissions, thereby avoiding repetitive data entry.  Click the Exit 
button to proceed. 

If you determine that the information you have saved is incorrect, you can access this 
screen again by selecting Provider Information from the Utilities menu. 
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Quarterly Submission Reminder 

Based on your assigned quarterly cycle, the system will determine when the quarterly 
submission is due or overdue.  Between the 1st and 15th of the relevant submission 
months, the following message will appear upon system startup if you have not created a 
Submission Disk: 

 

After the 15th of the relevant submission month, this message will appear if you have not 
submitted a disk: 

 

The Cycle/Submission Due Date relationship is as follows : 

  A: the 15th of January, April, July, and October 

  B: the 15th of February, May, August, and November 

  C: the 15th of March, June, September, and December 

Main Menu 
The Main Menu bar contains the following items: 

• File — Exit the system 

• Edit — Standard Cut & Paste options  

• Data Entry — The MMQ Data Entry Screen 

• Utilities — Options include: Submission Processing, Data Validation, Provider Info, 
Print Blank MMQ, Active Member List, Table Cleanup 

• Help — General help on using the system 
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Data Entry 
The system is designed for easy data entry.  Most items are buttons, while some are 
selection drop-down boxes.   

If you handle multiple providers, clicking on Data Entry on the Main Menu Bar will 
display a screen that asks you to select the provider for whom you will be entering data.  
Select the provider and click OK.  (To submit MMQs for another nursing facility, you 
will need to exit and re-enter the data entry screen, and select the facility from this drop-
down box.) 

 

You will be brought to the first Data Entry screen.  Click Add on the toolbar.  Enter the 
member’s name and identification number, reason for admission, date of admission, 
effective date, member’s sex, member’s date of birth, and member’s race.  Then answer 
questions 1 through 3. You can navigate this screen either by using the Tab key or by 
pointing and clicking in the appropriate fields.  As you enter values for the questions, you 
will notice that the scores, subtotals, and totals will automatically be compiled.  

If you are submitting the record for a member, click File for Submission before saving.  
When you save the record, it will be added to the Pending Submission List.   

Note: Once the record has been saved, the file for submission check box 
will be cleared of its checkmark even though the record has been added to 
the pending submissions list. 

If you are pre-entering data, but will not be submitting a file immediately, do not click 
File for Submission.  When you are ready to file your submission, click File for 
Submission for each member.  
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Member Information — Examples of Questions 1 through 3  

 

To move through the various screens, click on the tabs you wish to view or click on the 
Next >> button in the lower right corner to move to the next screen. 

Each quarterly submission will involve verifying and editing (if necessary) the Reason 
for Submission and the coding of each question, as well as validating that the RN 
Evaluator and Administrator names are correct for each submission. 

A Set To button will appear to the right of the Effective Date field.  The Set To button 
shows the last Effective Date that was added or edited.  To avoid excessive data entry for 
each quarterly submission, only the Effective Date needs to be changed if all other 
information remains the same (be sure that File for Submission is checked for each 
member). 

Retroactive Submissions  
If a member is retroactively approved for MassHealth benefits, you may submit both the 
initial MMQ and all applicable quarterly MMQs in the same submission.  For the initial 
MMQ, add the member and click File for Submission and the Save button.  To submit all 
applicable quarters, go back and change the Reason for Submission, the Effective Date 
and click File for Submission and the Save button for each applicable quarter.   
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Navigation 
This button set will appear for your first and all subsequent submissions: 

 

Buttons 
TOP Moves to the first record in the current record set. 

PREV Moves a record closer to the first record in the current table. 

NEXT Moves a record closer to the last record in the current table. 

BOTTOM Moves to the last record in the database. 

FIND 

PRINT 

ADD 

Will enable the user to choose search criteria. 

Prints an MMQ. 

Inserts a new record into the database. 

EDIT Allows you to change the data for the current record. 

DELETE Removes the selected record from the database. When you hit the 
Delete key, a dialog box will appear with the prompt, “Are you 
sure?” 

EXIT Closes the current screen. 

 

Table Cleanup 

Certain situations can cause the data to become disarrayed. Turning the computer off 
while the DMA MMQ Application is running is one example. 

If errors occur unexpectedly, try running the Table Cleanup feature to put the data back 
in sync. 
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Saving and Validation 

When you have finished editing the member data, click the Save button to retain your 
changes, or the Undo button to revert to the record's status before you started.  

 

When you click the Save button, the system will validate the data you have entered.  If 
any items fail the validation routine, you will be notified with a pop-up message, and you 
will be brought back to the item that is invalid.    

You will have two options to validate your data:  Option one is to click Save after you’ve 
completed each screen.  Option two is to click Save after entering a member’s complete 
MMQ.   

In the following example, the user failed to enter the member’s date of birth: 
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Data-Entry Screens — Examples of Questions 4 through 6 

 

Examples of Questions 7 through 10   
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Examples of Questions 11 through 13  

 

Examples of Questions 14 through 16  
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Examples of Questions 17 through 21 

 

Examples of Questions 22 through 30 
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Printing 
To print your validated MMQ, click the Print button, which will display the Print 
Preview toolbar. 

Print Preview Toolbar 

 

All reports are first generated in Preview mode. The Print Preview Toolbar will appear 
during the Preview mode when you request an MMQ Form, an Active Member List, a 
Validation Error Log, or any other type of report. 

If the report is multiple pages, the arrow buttons will be enabled, allowing you to skip 
forward and backward by page, or to jump to the first or last page. 

The button with the image of layered pages allows you to select a specific page to view. 

The button with the image of the open door will allow you to exit from the Preview Mode 
without printing. 

Clicking on the Print button at the end will display the standard Windows print screen,  
where you can specify the destination printer, specific pages to print, the number of 
copies, etc. 

Active Member List 

The Utilities Menu enables you to print a blank MMQ and to print a list of all currently 
active members: 
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Submission Processing 
This option allows you to create the Submission Disk, batch-print all the MMQs on a 
Submission, print a member list from a submission, and clear pending submissions. 

Create Submission Disk 

Each member that is saved with the File for Submission box checked will be added to the 
Submission Pending list.  When you open the submission processing screen from the 
utilities menu you must highlight the listing for ‘submission pending’ and then click the 
Create Submission Disk button. This will copy those records to a file on diskette (by 
selecting to save to the A:\ drive) that can be sent to DMA.  In addition, the records will 
be saved on the system and will be labeled with a date and time that the Submission Disk 
was created. 

You may also recreate or view a submission list that has previously been downloaded by 
highlighting the date and time of that download and clicking create submission disk or 
view submission list. 

Users must submit data on a quarterly basis according to their cycle.  Discharges and 
Admits can also be submitted during the course of the quarter. 

 

Print Batch MMQs 

This function allows you to print all MMQs for the members on a Submission.  If you 
submit for multiple providers, you will be prompted to select the facility from the drop-
down box. 
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Print Member List from Submission 

This function allows you to print a list of all members on a submission.  If you submit for 
multiple providers, you will be prompted to select the facility from the drop-down box. 

View Submission List 

You may view the partial contents of any submission file, whether it is one that was sent 
to a disk or if it is the Pending Submission list. 

 

If you are viewing the Pending Submission List (as in the example above), a Delete 
button will allow you to remove Members from the list.  Just click on the Member record 
you want to remove and click on the Delete button. 

Clear Pending Submissions 

If you determine that you incorrectly selected members for submission, you may use this 
function to remove all members from the pending submission.   
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Finding Members 
To locate a member, click on the Find button and the following screen will appear: 

 

The Find screen provides a Find By drop-down box that allows you to search by Last 
Name or by RID (in the above example, Last Name is chosen).  Based on the option 
selected, enter either the name or the RID in the box to the far right. 

Next, click on the Find button.  The first member that matches the criteria will appear in 
the Data Entry screen.  The Find button will be disabled, and the Find Next button will be 
enabled, allowing you to look for any subsequent members that match the criteria. 
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Clicking on the View List button will display the entire member list: 

  

The list initially appears in RID order, but you can re-sort it by double clicking on the 
column heading with the method by which you want to sort.  The sort column will appear 
to the far left. 
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Data Validation 
This option in the Utilities Menu allows providers and vendors using their own software 
to ensure that they are submitting valid data according to the Division's specifications. 

This option will prompt you to specify a text file to validate. Once the file is specified, 
the validation routine will ensure that the data is formatted properly, that required fields 
are filled, and that values fall within specified ranges. 

If the file is valid, a message will appear at the end of the process. 

If the file is not valid, an error report will appear displaying the fields that did not 
conform, and indicate why.  The user is responsible for correcting and revalidating 
the file. 
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